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1. Requesting Agency ) 2. Division or Bureau of Requesting Agency
DEPARTMENT EMPLOYMENT SECURITY UNEMPLOYMENT COMPENSATION DIVISION
IQCAL OFFICES

3. Authorization Requested (Check only one of the squares below).

the period of time indicated. :

Dispose of present accumulation. No Establish retention schedule for re- Microfilm and destroy originals.

odditional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be
pated. Records have ceased to have value accumulation. The records will cease to -  retained for the period of time indicated.
to warrant retention. have value to warrant their retention after

5. Description of Records

6. Recommendation

UC 218 - History Card ;
UC 219 -~ Benefit Account Card

UC 201 ~ Additional Claim

UC 211 - Accession Reports

UC 207~207A -« Separation Notices
UC 203 -~ Report of Low Earnings

These forms are forwarded amually to the Central Office for
additional processing. The following listed records are retained
at the local offices

UC 123 - Veekly Report of Claims Taken

UC 2li) -~ Report of Checks to be Cancelled

UC 21} - Disputed Wages on Transcript

UC 235 - Seated Interview Card

UC 235A-Second or Subsequent Interview Card
UC 275 =~ Questiomnaire -~ Dependents Allowance

The recommendation for this item applies only to the records listed
above, whether filed in the Central Office or local Office. Follow-
ing 1s a 1ist of records maintained in the local office which are
considered non-record within the meaning of the statute governing

4. Describe records accurately. Include title, form number, size of documents, of Hall of Records
Item work or activity to which the records relate, inclusive dates, and quantity and Board of Public
No. (cubic or linear feet). Show recommended retention period. Works. :
The records maintained by the local offices are almost entirely on
IBM punched eards, Many of these cards are non-record. Those
which are regord material are needed only for the statutory period
of three years or less. _ :
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o (eem " RE(" ‘ST FOR RECORDS RETENTION SCH JLE
" Hall of Records (Crntinuation Sheet) CAGE
" Commission NO. 2.
' 5. Description of Records 6. Recommendation
3. Describe records accurately. Include title, form number, size of documents, of Hall of Records
q&em work or activity to which the records relate, inclusive dates, and quantity and Board of Public
o. . {cubic or linear feet). Show recommended retention period. _ Works.

non-record material (Art. k1, Sec. 155, Annotated Code of 1951)3

UC 204 A - Contimied Claim
UC 204 F ~ Continued Claim
UC 200 = Original Claim
UC 244 - Report of job offers by Employment Service Divisioh
: « -duplicate copy retained by originating office. '
UC 330 = Request Weekly Earnings for Employee
UC 330A- Request Daily Earnings for Fmployee are duplicated
on the Employment Report (UC16) .
UC 237 - Cash Benefit Disbursement Varrant - copy - origi-
~ nal retained by Claims Section and Cashier 4in
Central Office : :

RECOMMFNDATION: RETATN FOR THREE YEARS AND THEN DESTROY.

2, | INTERSTATE CLATMS | ot Hasl 4
Contains records concerned with claims made in Maryland which are
chargeable to another state.

. : UC 200A - IB = 1 Original Claim - Interstate
UC 206 - IB - 2 Continmed Claim ~ Interstate
IB - 11 18] Summary of Insurance:Interview
IB - 12 Interstate Tracer
- ) Correspondenre

RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROY.
3.| DISQUALIFICATION AND APPEALS

O

WM’%
the records or the information on them are duplicated in the
Appeals Division.

UC 221 - Claim Examiners Repért on Determination
UC 222 - Notice to Claimant Suspension
UC 235A~ Second or Subsequent Interview

UC 244 - Report of Job Offers by Employment Service Division
. (occasional) '

UC 207A- Separation Notice -~ Addditional Claim
[RECOMMENDATIONs RETAIN FOR THREE YEARS AND THEN DESTROY.
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Records of a claim which 4s dlequalified. If an appeal 48 taken, {econte Cornmeeaion




]

i
FORN' HR-RM 1A -

—

; .. SCHEDULE .
Rt (" RE(" ‘ST FOR RECORDS RETENTION SCH  ILE No. - 158
“Hall of Records _ (Continuation Sheet) PAGE
* Commission NO. 3.
4 5. Description of Records 6. Recommendation
y Describe records accurately. Include title, form number, size of documents, of Hall of Records
ng work or activity to which the records relate, inclusive dates, and quantity and Board of Public
°. {cubic or linear feet). Show recommended retention period. ’ Works. :
,40 Q__BE!uﬁ..!MENI FILE - N /'57 " .t zé-ge %
The records maintained in this file are duplicated in the Overpay~ {lecorde Comamiatcor
ment File of the Central Office; material in the local office is
considered non-record within the meaning of the statute governing
non-record material (Art. L1, Sec. 155, Annotated Code of 1951).
Records included are: : .
UC 207 - Separation Notice
UC 211 - Employes's Accession Notice
UC 22], - Claim Examiner?s Report on Determination
' UC 265 - Barmings Reconciliation ‘
UC 330 - Request Weekly Earnings for Fmployee
UC 339A- Recovery of Overpaymen -
" 5, |[CORRESPONDENCE |
Local office correSpoﬁdence is with employers, and claimants; a
large part of it is interoffice.
|RECOMMENDATIONs RETAIN FOR THREE YEARS AND THEN DESTROY.
APPROYVED BY|
BOall oF PIRLIC W ORIES
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